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Licensee - LOOP Order Entry Quick Reference Guide
Introduction:

This reference guide will explain how to enter and manage orders in the new Licensee
Online Order Portal (LOOP) by:

Entering items manually

Using the search bar

Uploading a CSV or Excel file

Browsing by department

Using the Mobile Barcode Scan feature

Populating a LOOP order based on a previously placed order
Approving or rejecting a LOOP order
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Glossary
Acronym Meaning
LOOP Licensee Online Order Portal
PLCB Pennsylvania Liquor Control Board
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LOOP Order Entry

All licensee orders will be captured in the new Licensee Online Order Portal (LOOP).
The Licensee Buyer, Approver or Administrator (Admin) will place orders for stock
merchandise (not Special Orders [SOs]) in LOOP, and the Licensee Approver or
Licensee Admin will approve orders to release them for processing. We will now walk
through the different ways to place an order in LOOP.

Link to eLearning video: Licensee - LOOP Order Entry

Enter ltems Manually

1. Navigate to the Licensee Online Order Portal (LOOP), enter valid login
credentials, then Sign In.

Wﬁ ;! wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address
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2. Verify the fulfillment type and store before moving to placing the order.

Welcome to

Licensee Online Order Portal

>

Purchase Lists Recent Orders

Lisk Flaar =
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3. Click Enter SKUs manually on the Landing Page (as shown at the bottom of the
screenshot below).

. . —
Tostotests | seac SR o T - P =

There are no upcoming orders to display. There are no orders needing approval at this time.

Fulfillment Date: Wed May 18 w All Order Approva

purChase LiSts

No orders available.

Bulk Order Upload

Draga csvor xisx file here or click the upload button below.

A Pop-up Window will appear.
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4. Enter [SKU/PLCB Item Number], then select the product.
Bulk Upload X
Image PLCE ltem # Product Name Price Quantity
491 3]
4291
Add Another Rot i Jack Daniel’s Old No 7 Black Label Tennessee Whiskey 80 Proof i
750ML (1 bottle) | $0.79 per ounce
§19.99 £2459 eact
5. Click Add Another Row to add additional products.
Bulk Upload X
1 of 1 products contain errors. They are grouped at the top of table below.
Image PLCE tem # Product Name Price Quantity
et $19.99 -
i 4291 Jack Daniel’s Old No 7 Black Label Tennessee Whiskey 80 Proof $24.00 czch Y
750ML (1 bottle) | 50.79 per ounce

/b This item is out of stock

pennsylvania
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6. Click Add All Available Items to Cart.
Bulk Upload X

Image PLCB Item # Product Name
i 4291 Jack Daniel’s Old No 7 Black Label Tennessee Whiskey 80 Proof
’ 20085000028548 Barefoot On Tap Rose

is not available for pickup. Please check

Add All Available Items to Cart

Price

Quantity

Note: Ensure there are no products added in error before clicking Add All Available

ltems to Cart.

7.
correct.

Click the Shopping Cart Icon to view the item(s) in the cart, then confirm they are
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Page 8 of 39



PROJchj
_ _ _ NEW
Licensee - LOOP Order Entry Quick Reference Guide HORIZON

8. Click Continue to Checkout.

tam {Quantity {Betsis} Ram Prisa Tatal Price

9. If scheduling a pickup order at a Fine Wine & Good Spirits (FW&GS) store, select a
date and time from the options presented. If scheduling a pickup order at a Licensee
Service Center (LSC), a payment method must also be selected. If Licensee
Delivery Program (LDP) is the fulfillment method, only dates (no times) will appear.
A date and payment method must be selected from the available options.

T wholensie
- g

Pickup Date and Time CARD SUMMARY B
Lmof:

Taxsble Ama 5719

| wopm ax 0,
Order Total 7T

Mty T e it quaraste et Yo sl s e e pr e iE renty
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10.Click Place Order.

o, TeR T Ton, it
Mo wirnse a b inlamc D55 GaMT Lot = siae
- ~

Pickup Date and Time CARD SUMMARY B
Lmor

P 57.
Toduy
Tansble sma 5715
Order Tatal .70

[~

Note: After the order i s submitted, the status
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Using the Search Bar

1. Navigate to LOOP, enter valid login credentials, then Sign In.

;! wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

2. Verify the fulfillment type and store before moving to placing the order.

Welcome to

Licensee Online Order Portal

Upceming Orders For Your Approval !

_
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3. Click the Search bar.

T wholesale Sean i 2 o
Ty e | a | b v &M W

Welcome to

License
Restaurant (Liquor) | Expires May 30, 22
Manage Lic

Licensee Online Order Portal

Have a nice day
Upcoming Orders For Your Approval
In-store Pickup | 5012 $23.09 st $31.61

Pick Up pending | 11685 Bus

{

@

S

Fulfilmant Date:  pendin: Submission Date: Wed A

Purchase Lists Recent Orders

4. Begin typing the item to search for.

= holesal . pickup o ey
= G o] PEL v 8B W
t arral Caberr

&) Chat

rrel Straight Rye Whiskey 115 Proof
KCRO15 86174

e Barrel Straight Bourbon Bottled ir
of

m: -d

Note: A search can be performed by typing in item key words including, but not limited
to: product name, product description, brand name, category type, SKU/PLCB Item
Number (for FW&GS or LSC pickup) or by Shipping Container Code (SCC) (for LDP).
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5. Adjust item quantity (+/-) as needed. Click Add Bottles to add item(s) to cart.

)

= T wholesale parefant pulivid

e
Do
i

IR ~dd Bottles
: *

Bl ~dd Borties B

. N

I o>

6. Click the Shopping Cart Icon to view the item(s) in the cart.

= = wholesal - “r Flxup o
= G olente barefor Q T Facune 1=}
Barefoot Blusberry Fruitscat:
g arefost luspery Futscato 1 Add Bottles T 3
$7.99 sach Ly
d atoon uary Chaegor R Add Bottles T2
$15.99 sach
1 .
8 I
g : o
a Barat
) Barefoot Hard Seltzer Peach and Nectarine 4x250 mL
cans Rl Add Bottles
- . —
»
8
A - o
47.99
Bare 4187 mL
Wes oun
- 47.99 &
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7. Click Continue to Checkout.
= e a pmu. -8 =R
Shopping Cart :
tem Quantity (Bottie) e Price etpie | CART SUMMARY 1 gomie
19

Continue to Checkout

If scheduling a pickup order at a FW&GS store, select a date and time from the
options presented. If scheduling a pickup order at an LSC, a payment method must
also be selected. If LDP is the fulfillment method, only dates (no times) will appear. A

date and a payment method must be selected from the available options.

T wrdense
- g

CARD SUMMARY
Lmar

Pickup Date and Time
.
Todny
Tim
II e Tawsble Am £7.19
! ¥ ax 5051
Order Tetal ST.TO
e Timmen o 5 o Vin il sl o e s sedar s rendy
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9. Click Place Order.
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= T wholesale

Note: Times are n

Payment

Payment Me

K& Pay In Ster

ot guaranteed. We will email you when your srder iz ready.

thod

0
Let
Do

T
Tax
Order Total $1.70

Note:

pennsylvania
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Upload a CSV or Excel File

Licensees can upload a CSV or Excel file to LOOP as a faster way to upload a larger
order.

Note: The CSV file template is also available for download on the LOOP homepage.

1. Navigate to LOOP, enter valid login credentials, then Sign In.

;! wholesale
OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address

Welcome to

Licensee Online Order Portal

Recent Orders

Purchase Lists

Upcoming Orders For Your Approval t

pennsylvania
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3. Click Upload a CSV or Excel file.

Note: An example csv template can be found by clicking the Download a CSV Template
link at the bottom of the screen, just below the Upload a CSV or Excel file button.
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